School of Environment, Education and Development

University of Manchester

APPROVAL AND INFORMATION FOR TRAVEL/OFF CAMPUS WORK 

Please complete this in advance of absence of any work-related non-campus activity in both the UK, and overseas (e.g. fieldwork, study visits, marketing and promotional visits). This form should be passed to your line manager who will forward to the Head of School Administration for approval.  Please note that the Head of School is ultimately responsible for approving all activities of this nature.

Name   _______________________________________
Proposed dates of absence/travel ________________________________

Location and Project _____________________________________

Sponsor/cost centre/budget heading  ________________________________________________
ESTIMATED EXPENDITURE FROM COST CENTRE:
Travel:

air
__


Conference fees:
£__



rail
__________________



local transport _____________


Other (itemised):
__________________

Travel insurance:  _____________________

Accomm/Subsist:  ____________________


Misc                    ________________________

Total estimated cost:
£ ______________

COMMITMENTS AND COVER ARRANGEMENTS



CONTACT ADDRESS/TELEPHONE/FAX/EMAIL FOR PERIOD OF ABSENCE

This absence complies with Generic Risk Assessment 1 and 2 and will be observed [if work involved requires a full risk assessment, this should be completed and attached to this form]:

This absence also complies with the SED staff guidelines on off campus activity dated 29 January 07 and I confirm I understand that is it my personal responsibility to seek advice from Occupational Health about any medical or related matter that might be related to this off campus activity.

SIGNATURE …………………………………….

DATE: … ……….

Checked: ___________________________  

Date: _____________________________________



School Admin/IT/Support Line Manager



Approved: __________________________


Date: _____________________________________



Head of School Administration


Noted by Head of School  ____________________________________

Comments: ________________________________________________________________________________

__________________________________________________________________________________________
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